PHONG KE HOACH TAI CHINH M sb:

Quy trinh cong viéc: Ban hanh lan:

z i - . Ngay hiéu luc:
TINH VA CHI TRA LUONG -PHU CAP CHO CBVC, NLP g
Trang/Tong s6 trang:

I. MUC PICH VA PHAM VI AP DUNG :
1. Muc dich
Thu tyc quy trinh ndy dugc x4y dung, thuc hién nhim kiém soat viéc chi tra lwong d¢én CBVC, ngudi lao
dong trong toan Truong.
2. Pham vi ap dung
Toan thé CBVC, nguoi lao dong tai Truong Pai hoc Nong Lam Tp.HCM.
IL TU VIET TAT
CBVC: Can b vién chirc
NLD: Nguoi lao dong
TCCB: T4 chirc can bd

II. NOI DUNG :
D Cat BUOC 1 Npl e tiwe Wit Vil dhbe lrgng | \BuUichiu H so Iwu
cong viéc : f trach nhiém

Nghi dinh ctia Chinh phu

Theo Nghi dinh ctia Chinh pht - Théng tur
huéng dan cta Bo - quy ché chi tiéu néi bd

Quy dinh Théng tu huéng dan cua Bo

tinh va tra £ . : ; Trudng phon
lwong - phy cua trudong va quyet dinh cia Phong TCCB e Quy ché chi tiéu noi bo caa
cép 0 phé duyét cuia Hiéu Trudng truong

Quyét dinh cua Phong
TCCB

-Thyc hién tinh va tra luong:

Tirngdy 1 dén ngdy 5 hang thang nhan bang
chim cong tir phong TCCB;

Ngay 6 hang thang nhén bang no tién dién
nude cua CBVC tir phong QTVT;

Ngay 7 - 9 hang thang nhap dir liéu vao mdy
vi tinh ;

Ngay 10 hang thang kiém tra va in bang
luong;




A

Thue hién

cap phat luong
va phuy cap

Ngay 11 hang thang trinh bang luong cho
truong/pho phong TCCB; truong/phd phong
KHTC, Ban giam hiéu ky duyét;

Ngay 12-14 tong hop danh sach CBVC -NLD
nhan luong qua tai khoan va chuyén file dir
liéu & ngan hang chuyén luong vao timg tai
khodan ca nhén;

Déi voi ca nhan chua c6 sé TK, ngay 15 hang
thang dén phong quy nh4n tién mat.

- Thyc hién cép phét phu cap luong:

Cin cr vao bang chAm c6ng dau thang nhan
ttr phong TCCB, ngay 22 - 24 hang thang
nhép dit li€u vao may vi tinh

Ngay 25 - 27 hang thang trinh bang phu cép
luong cho trudng/phé phong TCCB;
trudng/pho phong KHTC, Ban giam hiéu ky
duyét

Ngay 28 — 29 hang thang tdng hop danh sach
CBVC -NLD nhén luong qua tai khoan va
chuyén file dir liéu d& ngan hang chuyén
luong vao ting tai khoan ca nhan;

D6i voi ca nhan chua c6 sé TK, ngay 30 hang
thang dén phong quy nhan tién mat.

K& toan tién
luong

Béng cham cong, bang
lwong, bang phu cap luong,
quyét dinh do Hiéu truong
phé duyét

v H0 so luu
Tai phong K& hoach - Tai chinh K& toan tién
luong
IV. MAU BIEU SU DUNG :
STT Tén biéu miu Ma so bieu mau| Thoi gian lwu Noi luu Nguwoi/bg phan
tdi thiéu chiu trach nhiém
1 |Bang chim cong C0la-HD Phong KHTC- Phong TCCB-Phong
Phong TCCB KHTC
2 [Bang thanh toan tién luong C02a-HD Phong KHTC Phong KHTC-Phong
TCCB
3 |Bang thanh toan phu cép C05-HD Phong KHTC Phong KHTC-Phong
TCCB




Nguwdi soan thio Nguwoi kiém tra Nguoi phé duyét
Chit ky Wﬂw V&VM/,
/
T e
Chirc danh CHUYEN VIEN PHO PON VI TRUGNG PON VI
Ho va tén Tra Thi Thuy Van ThS.Nguyén Vin Minh ThS.Bui Xuin Nha




